APPLICATION FOR RECORDS RETENTION SCHEDULE Do T R Es AND THSTORY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

Attention: Scheduling Section. : %g 22 -al :

FOR AGENCY USE 1. Agency Address : ; FOR.RECORDS MANAGEMENT USE
Apoplication Date l Department of Transportation . Application Number
Rights of Way Office’ o 1 LI"" olb ""’9'
Application Number - No. 2 Capitol Square ’ Date Received Dete Completed
Atlanta, Georgia 30334 AUG 22 1988 l AU 114 1981
2. Pesson to Contact Working Title Telephone Number -
Bob McDuffie Rights of Way District Manager 656-5377

3. Action Requested

a. [ Establish Retention Schedule; record will continue to accumulate,

b. O Dispose of present accumulation; no further accumulation anticipated. .

c. Amend Application No. - Check One: Change: [ Supercede; [0 Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different}
Earliest Latest

1973 | te date Rights of Way Acquisition File

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
The Division of Highways is responsible for the planning, location, design, construction
and maintenance of all roads and bridges financed by Federal-Aid, State-~Aid or Authority
funds. Only those county roads and city streets financed entirely through local funding
are designed, constructed and maintained without the supervision or participation of the
Division. '
"THE OFFICE OF RIGHT OF WAY FUNCTION

The function of the Right of Way Offlce is to acquire needed land or interest in land
through accepted appraisal, negotiation, relocation, property management and condemnation
procedures in order to clear right of way on achedule for facilities to be constructed by
the Department of Transportatlon R -

7. Record Series Description - This file contains the following documents finclude form numbers and titles, if any}:_ -
Attach samples of the file.

Documents relating.to: . Acquisition of right of way for hlghways relatlng to property ow-ners.

Deed file, appraisal file, voucher file, project gemeral file, parcel file
and plan file.

tncluded are: Deed Files: containing Right of Entry documents, settlement and disburse-
ment statements, title certlflcates, Right of Way Deeds and Plats, and
Condemnation Petitions. )
Appraisal File: contains appraisal agreements, data books, and comparable
sales books and other related documents.
Voucher File: contains accounting statements with related documents.
Parcel Files: contains option for Right of Way, Preliminary title
certificates, appraisal reports, negotiation records, relocation documents.
Plan Files: contaln aperture cards of original R/W plan referred to in all
Department of Tramsportation recorded deeds.

File is arranged: Arranged alphab{atlcally and numerically by county name and project number .
8. Monthly Reference Rate How often are records referred to which are: o
Onetosix monthsold _____; Seven tc_twelv nths o Thsrteen to twenty-four months old ____:
s ven 1pee m "s‘tPP‘—’ﬂlS ﬂ: plan file, wvgucher file
) twenty-five monthsandolder _____ ? referred to periodically toP Tesearch atter project closing
9. Annual Rate of Accumulation of Records
Lettersizedrawers _______; Legal-size drawers 2 :Shelves _________; Other fspecify)

" .. B , T . RO

AR-50-71; Rev. 76 - i (Over)




a. s this the official copy of the series?
X If not, where is {17
b. Does the series contain confidential information requiring security handling? I yes, cite law or regulation.

X ¢. Is this a vital record?
. Does this series have historical or long term research value?
When one or two documents in the file make it neoessary to keep the entire file for a Iong period, could these

X documents be scheduled separately?

X | { Iuﬁeﬂqmgmwg&mm_ch COpY.

Is the information oontamed in this series ever Jnaiyzed andlor recorded in a summanzed report?
X If yes, attach copy,

h. Is there a duphcat:Bg Qﬁ gxsaffrl'gé El%‘"ﬁﬁf %%W"&SW%@S@ agency?

vaji._m?_ﬂ_

X
K i 7 fi
X1 Dmmmti'ummnﬂnmm7

11. Retention Requirements The following requires the series to be kept:

gt
=1

a. State Law 1 years. " d, Audit period B 0 years.
b. Statute of limitation 5 years. e. Administrative need x4 FPermmentPeedsears.
¢. Federal law 0 years. f. Federal retention instructions _ 17 years.

*k
Attach copy or excert of laws or regulations. Explain administrative need. Deed files"are needed permanently for_
research purposes by Right of Way Department.? W)-years for all other documents.

" This agency recommends that the file series be cut off at the end of each:

12. Approved Disposition Instructions
O Calendar Year; O Fiscal Year; £¥ Other _

then,

%ﬁﬂh&wﬂmﬁm .__6_||luuu||af ——————yeartsither

0 Transfer to local holchng area; hold ___.____year(s) then -

SEE ATTACHMENT - ’ S B ‘ I -
Revision to application approved by Bob McDuffie, District Manager!rgNRF 7/20/49
These instrﬁc*'tio:ns apply to all prior and future accumulations of the series.”” R =
. - - . R 7 - e S et &
- Date Reeords Manag nt Officer fS:gnature) ] Date
s rsma F/
57757 Dpthes b St 5K
Al State Records Commiittes (Signatum) Date
_ | Recommendations in para- . N o - P
oraph 12are approved. = . |  State Auditor/Designee W T 15T
{It disapproved, attach letter ° Ll E
of explanation.) Secretary of State/Designee éAWMI(_ P/ /0 L?"I
7 ‘/“ /6 i Governer
0 7 *m-rwr%ermﬂ‘lm«as;gnee lJ 6 W 4

5. AR—S50-71; R nw)
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ITEM 12

DEPOSITION : . 3_

Cut off file at the end of completion of Right of Way Acquisition and Certi-
fication or the Title, and Final Disposition of any Condemnation Proceedings.
Transfer of records to Archives will be completed semi-annually.

DEED FILE - Hold in current files area 6 months; microfilm in duplicated
copies, one work copy for research and reference and one security
copy; hold microfilms in General Office area until obsolete;
transfer original deed files (hard copies) to State Archives for
Permanent Retention.

APPRATISAL FILE - Hold in current files area 6 months; then transfer to State
Records Center; hold M years, then destroy.
7

VOUCHER FILE - Hold in current files 6 months; remove Consolidated Tabulation
+  Sheet and Microfilm with Deed File; Consolidated Tabulation
Sheet remains in Deed File after filming; transfer remainder of
file to State Records Center; hold ¥ years, then destroy.
7

CORRESPONDENCE FILE - Hold in current files area 6 months after completion of
project; transfer to State Records Center; hold ) 7
years, then destroy.

PARCEL FILE - Hold in current files area 6 months after completion and closing
of project; microfilm, then destroy original paper files.

PLANS FILE - When project in completed; Hicrofilm'E}ans, verify film, then
destroy hard copy. JMhes play, wiit Pt O Cpate Cond

RECORDE XA R NP ONX K *CAXLRNDERK YRAR BXS TS

Microfilm Security Copy - Transfer to Archives Security Microfilm Vault for
permanent vital records retention.

Microfilm Reference Copy - Hold in current filesrarea until no longer needed
for reference, then destroy.

Rgduction in retention from 10 years to 7 years approved by Bob McDuffie,
Rights of Way Office District Manager.

Purging of files and microfilm verification to be completed by Department
of Transportation personnel.

Revision approved by Bob McDuffie on 7/20/89. NRF
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APPLICATION FOR RECORDS RETENTION SCHEDULE DR O ARG o ey
. T S RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—RM~1 for instructions on completing this forr, Forward signed original to
Department of Archives and History, Records Management Dlwsion 330 Capitol Avenue, Atlanta, Georgia, 30334
Attention: Scheduling Section,

FOR AGENCY USE 1. Agency Address f FOR RECORDS MANAGEMENT USE
Appiication Date Department of Transportation’ Application Number
Rights of way Office 7'4 - '@ H
Application Number No. 2 Capitol Square Date Red¥ived——  Dete Completed
Atlianta, Georgia 30334 "
APRE 1064 | Aue 7 10d
2. Person to Contact Working Titie Telzphone Number
Bobby L. Risper Rights of Way Agent I 656-5372

3. Action Requested
3. {0 Estspiusn Retention Scheduie; record will continue to accumulate.
b. [0 Dispose of present accumulation; no further accumulation anticipated.
@_Amend Application No. 74-16 ________ Check One: X1 Change; 0 Supercede; O Void

4. D-ates of Series 5. Records Series Title {fol/lowed by title used in office; if different)
Earliest Latest

1973 [ ‘To Date Rights of Way Acquisition File o
6. Division and Oﬂ‘me Function What is the function of the Division and the Office in which this racord series is created?

The Division of Highways is responsible for the planning, location, design, construction
and maintenance of all roads and bridges financed by Federal-Aid, State-Aid or Authority
funds. Only those county roads and city streets financed entirely through local funding
are designed, constructed and maintained without the supervision or participation of the
Division.

THE QFFICE QOF RIGHT OF WAY FUNCTIOM

- The function of the Right of Way office is to acquire needed land or interest in land
through accepted appraisal, negotiation, relocation, property management and condemnation
Procedures in order to clear right of way on schedule for facilities to be constructed by
the Department of Transportation.

7. Record- Series Description This file contains the followmg documents finclude form numbers and titles, if any):

Attach samples of the file.
Documents relating to: Acquisition of right of way for highways relating to property owners.
Included are: 7 Deed file, appraisal f11e, voucher file, project general file and

parcel files.

Deed Files ccntaining Right of Entry documents, settlement and
disbhursement statements, title certificates, Right of Way Deeds

and Plats, Condemnation Petitions.

Appraisal File, contains appraisal agreements, data books, and
comparablé sales books and other related documents.

Voucher File, contains accounting statements with related documents.
Parcel Files, contains option for Right of Way, Preliminary title
certificates, appraisal reports, negotiation records, relocation docu.

File is arranged: alphabetically and numerically by county name and project number.
. . T e -t . * S 3 -
8. Monthly Reference Rate How often are records referred to which are:
One to six months oid __‘_ Seven to twelv; months old —l_l—? lTh:rteef:i to twenﬁy;_ . r?_oenﬂl% %Id __A_t__
i Deed file raisa ile, and vouche i
twenty-five monthsandolder_____? Qerlodlcailvp or research after project closing
9. Annual Rate of Accurmulation of Rerords 95

Lettersizedrawnrs _______ ; Legal-size drawers ;Shelves ________ ; Other (spacify)

AR—50-71. Rev. 76§ R R (Over)




| vEs | NO_| 10. Questionnaire _ {Place an X" in the proper column) . 1 ) - 2
a. Is this the official copy of the series? - _ , .
X ¥ not, where is jt? : oL
< b. Does the series contain confidential information requiring security handling? If yes, ¢ite law or-regulation. : *
X c. |s this a vital record? : - "
X d. Does this series have historical or long term research value? i
e. When cne or two documents in the file make it necessary to keep the entire file for a long period, couid thase
X docurnents be scheduled separately? !
X , s mﬂmmmmwﬂmm CODY,
g. Is the m#ormat:on contained in this series ever analyzed and/or recorded in a summanzed report?
: X If ves, attach copy,
: h. Is there a duplication of this series in your office, or in another office or agency?
X I ves, where?
X i. Is this series for 2 major portion of it} regularly microtilmed?
X | i Does the record series resujt in a computer orintout?
11. Retention Requirements ' The following requires the series to be kept:
a. State Law 1 years. d. Audit period ' 0 years.
b. Statute of limitation > years. e. Administrative need Permanent Deeds - year
¢. Federal law 0 years. f. Federal retention instructions 7 yaars.

Attach copy or excerpt of laws or regulations. Explain administrative need. Deed files are needed permanently for
research purposes by right of way department. 10 years for all other documents.

12. Aporoved Duposutbon Instructions This agency recommends that the file series be cut ot at the end of each:

Place in inactive file upon c.l.ca s"lﬁ’?;' \cfj?rppo s%' Y%aﬁtqgh %&ve—ri-re—zt EIG then,
of calendar year.
b Hoid in the clrrent filesarea _©  month{s) _________ year(s); then
O Transfer to local holding area, hold _______ . vear{s); then
Transfer to State Records Center;hold _10 vear(s); then (Voucher, appraisal & correspondence files)

@ Destroy. Parcel Files after Microfilming
@ Transfer to State Archives for permanent retention. (Deed files)
@ Other (Specify)

Microfilm Security Copy - Transfer to Archives Securlty Microfilm Vault for permanent
vital records retention.

Microfilm Reference Copy - Hold in current files area until no longer needed for
reference; then destroy.

SEE ATTACHMENT

These instructions apply to all prior and future accumulations of the series.

ency Head/Designes (Signature) ~ Date Iieqmds th-:g_ement Offiqer (Signature) Date
E&M L leeen  Bloobiy | ithe B Mk Yos/et
ﬁ[ /LJ ’ Stats Records Committee fSignature) Date
Recommiendations n para-

: n -
. | oraph 12 are approved. - State Auditor/Designee } /\P“’\@__Ak 7/ ).q/qq
j (If disapproved, attach letter v 7

of explanation.) Secretary of State/Designes 4 ma,w{ W,W k 7/ ! ﬁ?’*

Attorney General/Designee

b, -
AR-50-71; Rev. 76 [1.]

_— — . S S




' ATTACHMENY . i

ITEM 12
DEPOSIT1ON

Cut off file at the end of compietion of Right of way Acquisition and Certification of
the Title, and Final Disposition of any Condemnation Proceedings.

DEED FILE - Hold in current files area 6 months; microfilm in duplicated copies, one
work copy for research and reference and one security copy; hold microfilms
in General Office area until obsolete; transfer original deed files (hard
copies)} to State Archives for Permanent Retention.

APPRAISAL FILE- Hold in current files area 6 months; then transfer to State Records
Center; hold 10 years, then destroy.

VOUCHER FILE - Hold in current files 6 months; remove Consolidated Tabulation Sheet

' : and Microfilm with Deed File; Consclidated Tabulation Sheet remains
in Deed File after filming; transfer remainder of file to State Records
Center; hold 10 years, then destroy.

CORRESPONDENCE FILE - Hold in current files area 6 months after completion of project;
transfer to State Records Center; hold 10 years, then destroy.

PARCEL FOLDER - Hold in current files area 6 months after completion and closing of
" project; microfilm, then destroy original paper files.

RECORDS ARE KEPT ON A CALENDER YEAR BASIS

Microfilm Security Copy - Transfer to Aréhives Security Microfilm vVault for permanent
vital records retention. :

Microfilm Reference Copy - Hold in current files area until no longer needed for reference;
— then destroy.




e , | 233/

) . g ,'-- FFiCE OF ur;\%;u: STATE
STATE Application for
: OF DEPARTMENT OF ARCHIVES & HISTORY
ceoRGi  RECORDS DISPOSITION STANDARD, RECORDS. MANAGESENT DIV:SioN
1. Appnut on Dal INKTRUECTIONS: ™ See werorale l-—-t;;t;;:;v_:j-; of R mum mmﬂm DWQION USL
5 tront amd reverse of Chin form. Sigm originnl -M iwo coyice Date Recztcd . Arp!!.:m.l No. ' Dale Cempletrd
2 Agemcy ""’“ -slion Ne. and torward to Deparbinest of Ar:hiies Ena? Hisln l'y Attention: EC ‘ 9 ‘9?3 7q - llp JAN 18 1974
7ll¢Lonln Manage: ‘1?_’!_!.40[“(::‘!‘7 *—f'ti—-———" D 3 :
. AGENCY. Divison, Swbiividea & Administering Office Addrems ; 4 Q;.;n Coeiset,
i Department of Transportation )
Division of Highways - Preconstruction Section ' &e E.”Br o R
§ Office of Right-of-Way _ "5 Working Title 7 t& Tel. No. |
tlanta Georgia . vl State R/W Engineer 1. 656=5372 -4
;| 7- ACTION REQUESTED | -
NS;
i ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATIO
% RECORD WiLL CONTINUE TO ACCUMULATE. — - NE) FUEHFEV_AEC}J_I!EL_ATION ANTICIPATED ]
‘18 Earhest & Latest Dates of Series 9, Exact Series Title
1915 - _To Date ' __ Right-Of-Way 4 qumsitéon. File.

10. What is the function of the offi ice in “which this record series is Created

The Division of Highways is responsible for the planning, location, design, construction and
maintenance of all roads and bridges financed by Federal-Aid, State-Aid or Authority funds.
Only those county roads and city streets financed entirely through local funding are designed,
constructed and maintained without the supervision or participation of the Division. The
Division of Highways is divided into four sections: the Preconstruction Section, which determines
project location through aerial photography and mapping, designs the bridges and roads
involved, obtains the right-of-way necessary; the Construction Section, which conducts the
tests of soll and materials involved, oversees construction and assures quality control, and
supervises the seven District Offices throughout the State; the Operations Sections, which
issues permits and enforces regulations governing overweight and voersize vehicles, design
improvements in vehicular and pedestrian traffic controls, effects the relocation of utilities
existing on project right-of-ways, administers State-Aid, and maintains the quality of
highways; and thé Federal Liason Section, which works to obtain Federal funds and expedite -
compliance with Federal Highway Administration requirements on Federal-Aid projects

11. This file contains the following documents (include form numbers and tities, if any; and file arrangatent):

See Attached Page.

ATTACH SAMPLES OF THE FILE

- ilig meurseToccuren ] M w maw_gr-Lgu‘n of Be:s: M e DreeET Ok ML o e
- - : ANNIAL RATE OF ACCUMULATION
. M/ ’ w File Drawers A I . - 25 . _5_0— o]
P ' T N T Ty - hw—'e) In Btetige Arra(a)
o l.“ﬂ-du Pile Draswurs - T R - N Lo Spﬂ*- Oe':a—hd (&:“'1 Fed) | =
e - L. 43¢ _ L 862 X .. T AT Pries )
- ' o . ‘r - : I l Your's v..r's Yaars ]
3 J
- Vo3 R —
: R 1 . - i . : AVERAGE D‘:"Y REI-T:CH B _ 60 60 50 20
- . + . _ L5 . )
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: -_._\‘.\.—__ — _ .,4' ~ "_-—_"—_"'V' T T —




e — - - e VY

QOESTIOHENAII;?E Place an “¢" in the prajicr t';lumn. If answer Is “YES,” ploase explaln : N Lygst . Np

13. Is this the Record Copy of the seri;s? . ' ‘  [X 17 ]

14, Is there a duplication of this series in another office or agency? - . | . ' K] (.

15. Is the intormation cnntaing'd- i this series pver summarize‘d or published? Atlach copy of 51'.‘11rr;ary or publication. | ] K ]

16. Does the series contain classified infarmation rtequinné ;ecurily hahd!ing? _ ‘ [ 1] X ]

17. Does the series initiale, amend or lerminate agency policies and prc,r:g_dures':‘ 7 7 T : L1 &1

18. Could the function be performed if the files were lust or destroyed? 1 11X

19. Is the series (or major portion of it) regu atiy vic:ofilined? If yes, why? ' R & ]

20. Does the record series provide data as input to an EDP file? _ L o [x 1 [ ]

; 21. Does the record series contain documentation produced as EDP printout? - o tx] [
22. Has the Federal Govermment issued irAl-s.‘!ructions governing retention/disposition of these files? c [x] | i ]
3. Wil there be_'a' necd for these records 11, 15 years from now? If yes, what? T 'L X1 [ ]

-

b

24, REQUIREMENTS. The 10H0wing rgquifes the files to be kept permanencly HE¥A/

S

a. [ JSTATE b.| ]STATUIE OF «c [ JAUDH d. [ ]FEDERAL e [ ] ADMINISTRATIVE f. [ 7 HISTORICAL
LAW UM!TATION " PERIOD LAW : DECISION - VALUE
- o ‘ {Cute Law, Statute or ‘other reason ftor the retentlon fequ"ement) - ’ :

I

25. AGENCY RECOMMENDATIONS This agency recomrnends that the fule series be cut off at the end of each

coubins b 1 e i it

PR

-[ ] CALENDAR YEAR [ ] FiSCAL YEAR - -1 ] Other ‘ 7 them:
3 { 1 Hold in the current files area month(sY . yearls):
{ ] Transfer to [ ] State Records Center [ ] Local Holding Area; hold . . _ _ ... year(s)
; [ ] Destroy.
[ 1 Transfer to State Archives for permanent retention,
[ ] Destroy immediately after cut off.
{ 1 Other: (Specity)

e

RECORDS ARE KEPT ON A CALENDAR YEAR BASIS .

SEE ATTACHED PAGE

i {indicate briefly rationale for recommendations above/or write additional remarks):

Attach Samples of the Senes

e e mpe o myrme e

26 Rl-commendatlons : [ ]Approved [ ]Dlsapproved

in Paragraph State [ Approved [ ]Dlsapproved

25 are: nmmi'S {1/] A d [ ] Disapproved

—— e i e e e ]

Commiltee Mpprovad [ ]DlSBDD{OVEd

Depar:me

e R A s g .

rsr,;&._.; Chaa He e i s e e




RIGHT OF WAY ACQUISITION FILE

1

11. Documents relating to the acquisition of rights-of-way for highways.

Included are:

Deed File

1.
2-
3.

plats with revision dates
record sheet (Form HD 367)
resolution covering acquisition and clearance of rights-of-way
with control fo future encroachments and regulation of vehicular
traffic {(Form HD 508B)
one of the following deeds for each parcel
right-of-way deed limited access (Form DOT 118LA)
right-6f-way deed (Form DOT.118RA)
right-of-way deed post roads (Form DOT 118R)
settlement and disbursement statement (Form ROW 527)
data conceriing title search

Appraisal File

appriasal
certificate of appraiser (Form RW 520)
value finding appraisal (Form RW 3384)

Abbreviated appraisal report for uncomplicated properties (Form DOT 338B)

review appraisers report (Form RW 532)
review appraiser field report (Form 533)

Voucher File

1,
2.
3.
4,

Monthly statement (Form DOT 9)

county data sheet (Form ROW AD) with supporting invoices & claim forms

tabulation of appraisals
right-of-way cost data short sheet

Correspondence File

1.
2.

File is arranged numerically by project numher, thereunder chronolog-

transmittal letters
letters of explanation

ically by year. v




RIGHT OF WAY ACQUISITION FILE

k]

Explanation of Yes Answers to Questions 14-23

14.

20.

21.

22.

23,

The series is partially duplicated at the District Offices.

The series provides input about the appraised values of right-of-way,
actual cost of right-of-way acquisition and billing data into EDP files.

The series contains the Monthly Right-&f-Way Acquisition Report and the
Appraisal Value-Report.

FHWA PPM30-9 states that right-of-way records must be retained three
years after final Federal payment of the project.

The series has both administrative and legal value.




RIGHT-0OF-WAY ACQUISITION FILE

25. Ageuncy Recommendations

This Agency recommends that the file series be cut off at the end of completion
of right-of-way acquisition and the acquisition and certification of the title.

Disposition

Deed File: hold in current files area five years; then retire to vault at
State Archives for permanent retention.

Appraisal File: hold in current files area five years; transfer to Records
Center; hold five years; then destroy.

Voucher File: hold in current files area five years; remove consolidated tabu-
lation sheet and file in Deed File; destroy remainder of file.

Correspondence File: hold in current files area five years; remove and destroy
transmittal letters; retire letters of explanation with the Deed
File to Archives for permanent retention.

Rationale

The Georgia Code of Public Transportation Title 95A states that claims against
the State must be filed one year after the project is opened to traffic. The
Statute of Limitations states that in inverse condemnation cases, action must

be brought within five years. FHWA requires that the State let a contract for
the construction of a highway within seven years after acquiring the right-of-way.
Retaining these files for the recommended retention period will fulfill adminis-
trative and legal requirements. '

RECORDS "'ARE KEPT ON A CALENDAR YEAR BASIS




